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DEPARTMENT OF ARCHIVES AND HISTOR APPLICATION FOR RECORDS RETgNTIC'N SCHEDULE 
5 -  

RECORDS MANAGEMENT OlVlSlON 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Deportment of Archives and History, Records Management Division, 330 Capitol Avenue. Atlanta, Georgia, 30334, 

1. Agency Address 
Department  o f  Human R e s o u r c e s  
S t a t e  and Local  C o o r d i n a t i o n  
S p e c i a l  A d m i n i s t r a t i v e  Services U n i t  
47 T r i n i t y  Avenue ,  Rm. 403-5 

Eugene Owen Director 656-4421 - 
3. Actlon Requested 

1. 
b. 
c. n Amend Application No. Checkone: 0 Change; 0 Supercede: 0 Void 

Estabiisn Retention Schedule: record will continua to accumulaw. 
0 Dispose of present accumulation; no further accumulation enticipeted. 

4. Onrs of Srirr  
Earlien Latest 

8. Record: Sries Tide lfollowed by title ussd in off&: if different) 

S p e c i a l  Administrative Services Program F i l e s  IS&e a t t a c h e d  sheet) 
What is the function of the Division and tha Offica in which this record series is created? 

T h e  o f f i c e - o f  S t a t e  and Local A f f a i r s  h a s  the r e s p o n s i b i l i t y  o f  c o o r d i n a t i n g  the a c t i v i t i e s  
o f  the Department  w i t h  the S t a t e  L e g i s l a t u r e ;  the A t t o r n e y  Genera l ;  the Coun ty  Commissioners '  
A s s o c i a t i o n ;  and the Munic ipa l  A s s o c i a t i o n .  In a d d i t i o n ,  th is  o f f i c e  i s  responsible for  the 
c o o r d i n a t i o n  of a c t i v i t i e s  r e l a t i n g  t o  r u l e s  and r e g u l a t i o n s  t h a t  r e c u i r e  Board approva l  of 
formal h e a r i n g ;  the c o o r d i n a t i o n  o f  the Depar tmen t ' s  e f forts  i n  p r o v i d i n g  d i s a s t e r  re l ie f  and 
work ing  w i t h  the O f f i c e  o f  P l a n n i n g  and Budge t  m a i n t a i n i n g  a s y s t e m  for  t r a c k i n g  l e g i s l a t i o n  
t h a t  a f f e c t s  the Depar tment .  

S p e c i a l  A d m i n i s t r a t i v e  Services U n i t  i s  responsible f o r  a d m i n i s t e r i n g  a c o n c e n t r a t e d  program 
o f  s p e c i a l  a d m i n i s t r a t i v e  services; i n v e s t i g a t e  and refer f r a u d  c a s e s  t o  the c o u n t i e s ;  t o  
receive a p p e a l s  on i n i t i a l  e l i g i b i l i t y  decisions and t o  h o l d  f a i r  h e a r i n g s  on the same. 

(See a t t a c h e d  sheet) 

7. Rrmrd Ssrha Description This file contains the following documents lindude form numbersand titles, if any): 
Attach samples of the file. c Documents relating to: 

Included we: 

Filr i: arrangod: I _ . . *  ~ ~- , - .. ., .. : I 
. .  I . .  , - I  I 

-.- 
How often are records '.. referred to which are: 

, .  
8. Monthly Rderma Rate 

One'to dx months old : '$even to twelve months old ; Thirteen to twenty-four months old -. . .  twenty-five months and older ? ,  

9. Annud Rat# of Accumulation d Records ,, ; ~. 
Lrn~.Jze I ,.. drawers . .~ : . ,  Legal-sin drawers .~ ;Shelves : Other (specify) - . 

. .  . . -  
i .  

5. 

.(OW) I .. 4 . .  .I I ( >  .. An-W-Il; . - .  
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'P' . 
uiring security handling? If yes, cite law or regulation. 

ile make it necersary to keep tip entire file for a long period, could these , .t 

... 
. . -  

1. Rotontlon Rqulnnnnts The following requirar the series to be kept: 

0. S& Law years. d. Audit &od . '' - years. 
years. a. Administrative need years. 

yean. 
b. Stotuto of limitation 
L Federal law years. f. Federal retention instructions . .. 

.' . 0 Calendar Year: 0 Fiscal Year; 0 Other . .  .- 
. .  

. .  

0 Hold in the current files area month(s1 yearb); then 
0 Transfer to loel holding area; hold yearb); then , .  

0 Trandr to State Records 6nter; hold 
0 Destroy. - 
0 Transfer to Stak &iw for permanent retention. 
0 0th lspscfryl 

yearb); then 
. . .  . . .  

Am& copy or exwr t  of laws 01 regulations. Explain administrative ned. .~ 

,; 

. . .! . ~. 

, .  . .  . . - . .  

. .  . ,. . ~ . .  - 
12 &proved Dlspodtion Inufuctlonr This agency recommends that  the file series be cut off a t  the end of each: 

~ ~ i ~ ~ .  . 

._ - 

... . 

.. .. 
. .  . 

l h m  insfructions apply to a l l  prior and future accumulations of the series. 

'f dimpprovad, attach letter 
f explanation.) 
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Department  o f  Human R e s o u r c e s  
S t a t e  and Loca l  C o o r d i n a t i o n  
s p e c i a l  A d m i n i s t r a t i v e  Services U n i t  
47 T r i n i t y  Avenue ,  Rm. 403-5 
A t l a n t a ,  Ga. 
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#6 c o n t i n u e d  

T o  p r o v i d e  h e a r i n g s  on f i n a l  a p p e a l s  a s  the u l t i m a t e  s t e p  i n  Agency  a d m i n i s t r a t i v e  
r e v i e w ,  t o  c o o r d i n a t e  and e x p e d i t e  r e l a t i o n s h i p s  w i t h  the O f f i c e  o f  the Attorney 
General  and to C o o r d i n a t e  the p r e p a r a t i o n ,  i n t r o d u c t i o n  and p a s s a g e  of DHR's 
Annual  L e g i s l a t i v e  Package;  t o  p r o v i d e  g e n e r a l  i n f o r m a t i o n a l  l e g a l  services to  
the Depar tment .  



'76-1 7-1 , . I. 

1 .  D I ~  civil Action L i t i g a t i o n  F i l e s  1 + - 
Documents r e l a t i n g  t o  the m a i n t e n a n c e  and  
c o o r d i n a t i o n  of civil a c t i o n  s u i t s  b r o u g h t  
a g a i n s t  the Depar tment  and the s u b s e q u e n t  
l i t i g a t i o n  o f  the civil a c t i o n .  
I n c l u d e d  b u t  not l i m i t e d  to  a r e ;  documen t s  
c o n s i s t i n g  o f  c o p i e s  o f  p l e a d i n g s ,  briefs~, 
c o u r t  orders, menkranda,  notices, t r a n -  
s c r i p t s ,  correspondence f i l e d  i n  c o u r f , ~  
correspondence forwarded  or received i n  
connection w i t h  c a s e s  l i t i g a t e d  or se t t l ed  
w i t h o u t  l i t i g a t i o n  and s i m i l a r  and r e l a t e d  
documen t s .  3 ;  

' 

I _ ,  

F i l e s  a r e  arranqed.; . Ac-fi ve ~ [i I e -;Jz .c$se.. ' '  

. I n a c t i v e  f i l e  - c h r o n o l c d c a  I V  b y  P ar, - , . .  +hereunder by case. 

7 G - 1 7 2 4  
Attorney Genera l  O p i n i o n s  Correspondence F i l e s  

Documents r e l a t i n g  t o  the m a i n t e n a n c e  o f  
c o p i e s  o f  o f f i c i a l  and u n o f f i c i a l  l e g a l  
o p i n i o n s  r e q u e s t e d  b y  DHR to  the S t a t e  
A t t o r n e y  G e n e r a l ' s  o f f i c e .  
I n c l u d e d  b u t  not l i m i t e d  t o  a r e ;  c o p y  o f  
o f f i c i a l  o p i n i o n  or c o r r e s p o n d e n c e  address-  
i n g  uno f f i c ia l  o p i n i o n s ,  le t ter  r e q u e s t i n g  
o p i n i o n :  and r e l a t e d  ma ter ia l . '  
F i l e s  a r e  a r r a n g e d  c h r o n o l o g i c a l l y  b y  
month  and  y e a r ;  thereunder a l p h a b e t i c a l l y  
b y  s u b j e c t .  

' Ib-173 
DHR Proposed  L e g i s l a  ti on R e f e r e n c e  F i l e s  

Documents  r e l a t i n g  t o  the m a i n t e n a n c e  o f  
proposed  l e g i s l a t i o n  a f f e c t i n g  DHR Units. 
I n c l u d e d  a r e  c o p i e s  o f  p r o p o s e d  l e g i s l a t i o n ,  
c o r r e s p o n d e n c e  from DHR Units r e f l e c t i n g  
their position o f  l e g i s l a t i o n  and  s i m i l a r  
and  r e l a t e d  documen t s .  
F i l e s  are arranged  c h r o n o l o g i c a l l y  b y  
y e a r  t h e r e u n d e r  a l p h a b e t i c a l l y  b y  subject. 

When case is closed, remove from a c t i v e  
f i l e  and p lace  i n  i n a c t i v e  f i l e ;  then 
C u t .  off i n a c t i v e  f i l e  a t  end, of  each 
f i s c a l  Year :  h o l d  i n  c u r r e n t  f i l es  
a r e a  3 y e a r s :  then d e s t r o y .  ;. 

Earl ie?  d e s t r u c t i o n .  i s  a c t h o r i z e d )  
prov ided t h a t  no f i l e s  a r e  dest royed 
e a r l i e r  than 6"months a f t e r  case i s  . 
c I osed. ,.. . . I 

, .  
, .  

C u t - o f f  f i l e  a t  the e n d  of the f i s c a l  
y e a r ,  h o l d  i n  c u r r e n t  f i l e s  a r e a  2 
y e a r s ;  then t r a n s f e r  t o  the S t a t e  
Records Center; h o l d  3 y e a r s ;  then 
d e s t r o y .  

P l e a s e  note: Most m a t e r i a l  d u p l i c a t e d  
i n  Depar tment  o f  Law. 

C u t - o f f  f i l e  a t  the end o f  the 
c a l e n d a r  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  
a r e a  1 y e a r ;  then retire t o  S t a t e  
Archives . 
S t a t e  A r c h i v e s  p e r s o n n e l  h a v e  e v a l u a t e d  
f i l e  series and h a v e  r e q u e s t e d  t h a t  
f i l e s  be r e t i r e d  to S t a t e  Archives. 

. 
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c - S p e c i a l  A d m i n i s t r a t i v e  Services Director's S u b j e c t  F i l e s  

Documents r e l a t i n g  t o  a l l  a r e a s  o f  interest C u t - o f f  f i l e  a t  the end o f  the 
and r e s p o n s i b i l i t y  o f  the Director o f  the c a l e n d a r  y e a r ,  h o l d  i n  c u r r e n t  
S p e c i a l  A d m i n i s t r a t i v e  Service?. f i l e s  a r e a  for  3 y e a r s ;  then d e s t r o y .  
I n c l u d e d  a r e  correspondence reports, s t u d i e s ,  E a r l i e r  d e s t r u c t i o n  i s  a u t h o r i z e d .  
memos c o n c e r n i n g  p o l i c y  and p r o c e d u r e  f o r  
u n i t s  w i t h i n  the S p e c i a l  A d m i n i s t r a t i v e  I 

Section, l e g i s l a t i v e  and b u d g e t  m a t e r i a l ,  
communica t ions  w i t h  s t a t e  and f e d e r a l  
o f f i c i a l s  and other documen t s  r e l a t i n g  
t o  the f u n c t i o n a l  a r e a s  o f  the Section. 
F i l e  i s  a r r a n g e d  c h r o n o l o g i c a l l y  b y  y e a r ,  
t h e r e u n d e r  a l p h a b e t i c a l l y  b y  s u b j e c t .  

0-76- 25 
F a c t o r y  F o r  T h e  B l i n d  A d m i n i s t r a t i v e  S u p p o r t  Files 

Documents r e l a t i n g  to m a i n t e n a n c e  o f  
a d m i n i s t r a t i v e  s u p p o r t  documen t s  for  the 
F a c t o r y  for the B l i n d  Program before P l e a s e  note: T h i s  i s  o n e - t i m e  
R e o r g a n i z a t i o n  o f  S t a t e  Government  i n  1972. d i s p o s i t i o n  s t a n d a r d .  S t a t e  Archives 
I n c l u d e d  a r e  correspondence, reports, Personnel h a v e  r e q u e s t e d  t h a t  this 
memos c o n c e r n i n g  p o l i c y  and p r o c e d u r e  f o r  f i l e  series (1 drawer  a c c u m u l a t i o n ;  
the F a c t o r y  for the B l i n d  U n i t s ,  b u d g e t  be r e t i r e d  to S t a t e  Archives. 
m a t e r i a l  and s i m i l a r  and r e l a t e d  documen t s .  
Files a r e  ar ranged  a l p h a b e t i c a l l y  b y  
s u b j e c t .  

Retire to S t a t e  Archives. 


